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M LPERSMAN 1306-112
NAVPERS 1306/ 7, ENLI STED PERSONNEL ACTI ON REQUEST

Responsi bl e | NAVPERSCOM Phone: DSN 882- 3510
Ofice ( PERS- 40) Com (901) 874-3510
FAX 882- 2640

1. Background. NAVPERS 1306/7 (Rev. 1-03), Enlisted Personnel
Action Request was devi sed and automated to provide a standard
Navy-wi de format for authorized command representatives to
assist Sailors in the subm ssion of requests to cogni zant
assignment control authorities (ACAs). This formis only
accessi bl e by authorized command representatives and it is

i nperative that they ensure all personal data, i.e., nanme, SSN
( XXX- XX-1234, last four digits), etc., be verified for accuracy.

2. Subm ssion of Requests. Miltiple requests on the sanme form
are not allowed. All requests shall be processed and forwarded
to the cogni zant ACA by aut horized command representatives.

a. Transm ssion Method. Requests to Navy Personnel Conmand
( NAVPERSCOM) ,

e Enlisted Personnel Readi ness and Support Branch
(PERS-4013), or

e Reserve Personnel Managenent D vision (PERS-49),

can be submtted via https://ww. bupersaccess. navy. m | /| ogi n. asp,
mail, or facsimle.

(1) BUPERS Online (BOL) provides pull-down nenus to aid
aut hori zed command representatives in submtting requests to the
correct departnent and provides a copy to the submtting
command. An electronic (on-line) subm ssion provides personne
security and elimnates mailing or facsimle transm ssion of
requests. The electronic subm ssion is the preferred nmethod of
subm ssion, except for “A’ School requests, rate conversion, and
extensi on of enlistnent cancellation requests which nust be
submtted via hard-copy due to required docunentation.

(2) Attachnments for the el ectronic NAVPERS 1306/ 7 can be
made after the “submt request” has occurred. The conmand poi nt
of contact (POC) line will be used by the systemto generate a
return copy of the text version. Once this has been received by
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the command, attachnents can be scanned and forwarded with the

request to the cogni zant

codes,

(3)

at http://ww. npc. navy. ml .

b. Addressees.

fol | ow ng:

NAVPERSCOM assi gnnent

If mailed or sent via facsiml e,
and facsimle nunbers can be located in LINK, or on-line

Requests are to be sent

desk.

addresses, office

directly to the

Send request to...

for...

(1)

NAVPERSCOM Enli sted Personnel
Readi ness and Support Banch
( PERS- 4013)

non- desi gnat ed personnel .

(2) | NAVPERSCOM Shor e Speci al “A” School requests (only
Prograns Assi gnnent Branch hard copi es accepted).
( PERS- 40105)
(3) | NAVPERSCOM Nucl ear Power/ submari ne program
Submari ne Assi gnnent Branch vol unt eers.
( PERS- 403)
(4) | NAVPERSCOM Enl i sted Career e Selective Training and
Progressi on Branch Reenl i st ment (STAR),
( PERS-481) e Selected Conversion and
Reenl i stnment (SCORE), or
e Lateral Conversion
Pr ogr ans,
whet her the conmand
endorsenment is favorable or
unf avor abl e.
(5) | NAVPERSCOM Enl i st ed H gh Year Tenure waivers.
Retirenent Section
( PERS- 4823)
3. Resubm ssion of Requests. Although resubm ssion is by no

means di scour aged,

consi deration should be given to the

processing time required and the | arge volunme of correspondence

processed by each office.
is an unfortunate reality.
of time (30 days fromreceipt

bei ng | ost

The possibility of a nenber's request

When a reasonabl e | ength

date) has passed since origina
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subm ssion and no reply has been received, recomend contacting
the responsible office prior to resubmtting the request.

4. Cancellation of Requests. To cancel a request, submt a new
NAVPERS 1306/ 7 requesting cancellation. The request shoul d
provi de specifics as the nenber may have nore than one request
on file (do not include new requests). This requirenent is
specifically intended to elimnate confusion with new desires
and cancel | ati on requests.

5. Limtations of NAVPERS 1306/ 7 Usage. Although the title
“Enlisted Personnel Action Request” inplies universal
application for requests of any nature, in nmany cases the form
is used incorrectly.

a. As a general guideline, the formis to be used to
request any program school, reassignnent, or special duty for
whi ch a particular requesting format is not already specified.
(Sonme exanples for which particular formats are specified are
humani t ari an assi gnment and reenlistnent incentives.)

b. The nost common m suse of NAVPERS 1306/7 is the
unsubstanti ated request for reassignnent. A nenber nust have
sufficient justification to warrant reassignnment prior to
projected rotation date (PRD). |If sufficient justification is
provi ded, request will be brought to the cogni zant detailing
authority's attention.

6. Endorsenent Considerations. This article will not dictate

t he command’ s in-house process for submtting NAVPERS 1306/ 7s.
Commands are responsi bl e for prescreening nenbers for program
eligibility prior to endorsing the request. Requests submtted
by the conmand’ s designated representative wll be considered
endorsed by the commandi ng officer (CO unless otherw se
indicated in the coimments section. To prevent manning
presunptions, endorsenents shoul d address acceptable gap, relief
requi renent, and wai ver issues, as applicable. Unless otherw se
held by factors contained in the command endorsenent, detailers
will attenpt to fulfill the request for the period indicated in
t he “Requested Action” bl ock.

7. Additional Clerical Instructions. To ensure a tinely and
correct response is afforded each request, the information
contained therein nust be conplete, current, and verified for
accuracy. The below itens are sources of inordinate delay and
may result in an inappropriate or del ayed response:
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a. Invalid points of contact (POC) addresses, incorrect
phone nunbers, and incorrect E-Miil addresses. These cause
serious problens when the command cannot be contacted and m ssed
opportunities occur.

b. Request is submitted to the wong departnment. This
severely inpacts subm ssions that require deadlines. NAVPERSCOM
is a large organization with many departnents that handl e
various admnistrative tasks. Correct department information
can be located via LINK and on-line sites (i.e.,
https://www. npc.navy. m |/ (click on Organization/ NPC).

c. Inaccurate personal data (Nane, Rate, SSN (XXX- XX-1234,
| ast four digits), etc.). Verification of the nenber's nane and
| ast four of SSN is an absolute nust as the Enlisted Master File
searches by nane and | ast four of SSN.
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